
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORI 

Department of Arehives and History, Remds Management Division, 330 Capitol Avenk, Atlanta, Georgia. 30334. 

FOR AGENCY USE 
Application Date 

Awlication Number 

1. A#ency Address FOR RECORDS MANAGEMENT USE 
Department of Education ; Application Number 

€32.-2 Off i ce  of Adminis t ra t ive Serv ices  
Pub l i c  Information & Pub l i ca t ions  Div. 
At lan ta ,  GA m w  Completed Date Received 

WN 8 1989 iFEB i 1982 

4. Dates of Series 
Earliest Latest 

1971 I Present  

7. Record Series lkrcription 

Documents relating to: 

T h i s  file contains the following documents (include form numbers and tides, ifanyl: 
Amch samples of the file. 

compiling news information on Georgia educat ion through subsc r ip t ion  
t o  a news c l ipp ing  se rv ice .  

5. Records Series T i i  (followed by tide used in off&; if different1 

Education New Clipping F i l e s  

lnduded are: newspaper c l ipp ings  from news c l ipp ing  s e q i c e s ,  w i th  a t tached  source d a t a ,  
w i th  occas iona l  rAdio/TV e d i t o r i a l s .  

File i s  arranged: chronologica l ly  by calendar  year ;  thereunder  by month. 
7 

8. Monthly Reference W e  

9ne to six months old 
How often are records referred to which are: 

; Seven m twelve months old ; Thirteen to hndnty-four months old 

twentyfive months and older ? 

Letter-size drawers ; Legalzjze drawers :shelves ;Other (-ifyI 
9. Annual Rate of Accumulation of Records 

I 
a R - # t l .  Rw.76 - -. 1 - - (0-1 



'Es NO 

X 

x 

~ 1. Retei 

10. Q l c r t i i r e  (Pbce an "X" in the poper column) 
a. I s  t h i s  the official cow of the series? 

b. Doer the series wntain confidential information requiring security handling? If yes, ;it, law or regulation. ~ 

If not. where is it? 

~ ~ ~ _ _ _ _ _  
c. I s  t h i s  a vital record? 
d. Does th is  series have historical or lonp term research nlue? 
c.  hen one or tvo documents in t iw fik maice it wcesary m keep the entire file for a long period, could these 

f. I s  the information contained in this series ever wblished? If yes. -. 
g. I s  the information contained in th is  pries ever analyzed and/or recorded in J summarized repwt? 

h. Is there a duplication another office or agency? y e s  

documents be sd~ eduled sem ratelv? 
. .  

If ves. a t t  ach ww. 

I fves.hwe? for  budget permits. 
Ism i s  series lor a maiorpnrpp ' n of itJ r- . .  

I. 

I. k-d serer r e w l t , n a g t ?  

<ion Requirements The following requires the series to be kept: 

a. State Lav years. d. Audii period years. 
b. Statute of limitation years. c. Administrative need L y e a r s .  
c. Federalbw years. f. Federal retention instructions years. 

Attach wpy or excert of laws or regulations. Explain sdminimative need. 

2. Approved Dimsition Instructions This agency recommends that the file series be cut off at the end of each: 
@ Calendar Year; 0 Final Year; 0 Other then. 

0 Hold in the current files area monthfs) yearls); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Demov. 
0 Transfer to State Archives for permanent retention. 
bo Other (specifyl 

yeads); then 
yearlsl; then 

~ Copy: hold i n  current f i l e s  area 2 years; then transfer t o  State  Archives for 
permanent retention.  

Original (News c l ippings) :  des tro3  a f t e r  reproducing or ig inal  news cl ippings and 
attache source data. 

These instructions apply to all prior and future accumulations of the series. 


